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All media equipment delivery and setup requests must be made via the MEDIA EQUIPMENT REQUEST TOOL (10.39.9.14/eventscheduler/) from any computer on campus.  

Important:
· Chrome or Firefox are the recommended browsers
· The current version of Firefox (35.0) may not work on Macs
· Internet Explorer is not recommended
· Accessible on campus only
· Login:  When the login prompt appears, login with your InSite/WebAdvisor credentials.
Read the information and policies located on the landing page.  7-days advance notice required. [image: ]  
Be sure if you have not registered, that you click the “User Registration” tab. [image: ]
Fill in your registration information.  Without registering you cannot use the submission form. [image: ]
For training on how to operate media equipment, podium, smart classroom, etc., please contact Courtney Diputado. 
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MEDIA SERVICES REQUEST & EVENT SCHEDULE

General Information:

This application is to facilitate requests for media services, i.e to schedule deliveries and repair of media equipment at the LMC campus
and Brentwood Center. Please use the application's tabs and buttons to navigate between pages — do not use your browser's Back
and Foward buttons. If you wish to submit requests but have not registered, click the User Registration tab located above.

The media equipment request form consists of 3 pages — fil out all the required fields that are indicated, and only the sections that

are applicable to your needs. Gather all necessary information prior to filing out the form online. Do not get side-tracked during the
data entry process as your session will timeout if there is no activity. Please log out when you're done using this application.

Advance 7-day Request Policy:
Before submitting your request, verify and confirm the availability of your desired venue for the intended date and time of the event.
‘Submit your request at least 1 week prior to the media equipment delivery date.

Again, the request form has 3 pages — after you've provided all applicable information and checked the required confirmation boxes, be
sure to click the Submit button on the 3rd page. To proceed with your request, click the Media Equipment Req tab.

2-day Notice of Cancellation Policy:

For media equipment and event requests that are scheduled outside of LMC's Media Services or Campus Facilities normal work
hours, cancellation notice must be provided at least 2 business days in advance. If no advance notification is given, your

department will be charged the standard call-back fee for each employee scheduled for the event setup or tear-down. This policy is
established in consideration of the staff who are assigned to work overtime.

For cancellation or changes regarding your scheduled media equipment delivery or event, please contact...

« Rashaad McAlpin or Camme Benzler (for media equipment reservation)
« Camme Benzler (for library classroom/conference room booking)

For training on how to operate media equipment, podium, smart classroom, etc, please contact Courtney Diputado.

The link to this application can be found on LMC's Information Technology & Services' webpage.
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REQUESTOR REGISTRATION

It is not necessary to register if you only wish to browse this application.

However, if you intend to schedule media equipment delivery or repair, then registration is required. Registration is a one-time process
and only requires you to provide your name, your district usemame (same as your InSite/WebAdvisor login) and your @losmedanos.edu
email address.

First name: [Camme District username: [cbenzlers1s (e.g. jsmith123)
Last name: [Benzler Email address: [cbenzler@Ilosmedanos edu
You have already been registered. Department: Information Technology =

Register
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